SAFE HARBOR
What Documents Should be Translated?

After applying the four-factor analysis, a recipient may determine that an effective LEP plan
for its particular program or activity includes the translation of vial written materials into the
language of each frequently-encountered LEP group eligible to be served and/or likely to be
affected by the recipient's program.

Such written materials could include, for example:

Consent and complaint forms

Intake forms with the potential for important consequences

Written notices of rights, denial, loss, or decreases in benefits or services, parole, and

other hearings Notices of disciplinary action

Notices advising LEP persons of free language assistance

Prison rule books, policies and procedures.

o Written tests that do not assess English language competency, but test competency for
a particular license, job, or skill for which knowing English is not required

e Applications to participate in a recipient's program or activity or to receive recipient

benefits or services.

Whether or not a document (or the information it solicits) is “vital” may depend upon the
importance of the program, information, encounter, or service involved, and the
consequence to the LEP person if the information in question is not provided accurately or in
a timely manner.

For instance, applications for bicycle safety courses should not generally be considered
vital, whereas applications for drug and alcohol counseling in prison could be considered
vital.

Where appropriate, recipients are encouraged to create a plan for consistently determining,
over time and across its various activities, what documents are “vital" to the meaningful
access of the LEP populations they serve. Classifying a document as vital or non-vital is
sometimes difficult, especially in the case of outreach materials like brochures or other
information on rights and services. Awareness of rights or services is an important part of
“meaningful access." Lack of awareness that a particular program, right, or service exists
may effectively deny LEP individuals meaningful access. Thus, where a recipient is engaged
in community outreach activities in furtherance of its activities, it should regularly assess the
needs of the populations frequently encountered or affected by the program or activity

to determine whether certain critical outreach materials should be translated.
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